
 
 

POSITION DESCRIPTION 
 

Loan Operations Reviewer  
 
Purpose:  
This position provides administrative and operational support as needed in 
accordance with established systems and procedures. Reviews loan documents 
after upload and adds certain coding for proper reporting. Prepares reports 
relating to duties or responsibilities assigned or completed. Assists with problem 
resolution as needed. 
 
Essential Functions and Basic Duties: 

1. Reviews New Note Audit Report to actual loan documents imaged 
from branches within established time frames. 

2. Reviews imaged loan documents for accuracy to approval documents 
and loan type (proper signatures, rate, terms, collateral information, 
image quality, etc.) 

3. Reviews file for completeness (document and collateral checklist) 

4. Sets up note ticklers and tracks exceptions. 

5. Adds HMDA information for relevant loans in the LaserPro platform for 
compliance reporting 

6. Adds FHLB eligibility information applicable loans for QCR reporting. 

7. Performs basic functions as needed daily: 

 File maintenance as needed 

 Collateral record setup  
8. Complies with all bank and personnel policies and procedures 

including but not limited to policies and procedures regarding the Bank 
Secrecy Act. 

9. Complete periodic training provided and/or required by Colony 
including but not limited to BSA training within required time frames 
assigned. 

10. Complete other duties as needed or assigned including assisting other 
loan operations functions when needed. 

 

 

Qualifications: 

 
Education:  
1. High School diploma or equivalent required. 



2. Six months experience in loan documentation required. 
3. Previous banking experience preferred. 
 
Skills/Abilities: 
 
1. Must present a professional image. 
2. Ability to coordinate a high level of activities in a variety of conditions. 
3. High degree of accuracy and attention to detail. 
4. Ability to handle information of confidential nature. 
5. Ability to adhere to deadlines and tight schedules. 
6. Proficient in use of a variety of software to include excel, word and 

google docs. 
7. A high degree of interpersonal skills, attitude, and judgment. 

 
 
If interested, submit your resume to:  hr@colonybank.com 
  
Equal Opportunity Employer / Minorities / Females / Veterans / Disabled / Drug Free Workplace 
 

 


